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W - A  Services Appliatim Numbn 

The Child Nutrition Claims Unit is responsible fot reimbursement of School Food 
Claims and Child Care Food Program claims to local school food authorities and sponsors 
or centers in accordance with regulations established by the United States Department 
of Agriculture. 

, 

1. R.cord Soria M i  This fib contains the following docunwnu (imIud# form numband titkr. HmyJ: 
Attech rrmpbs of the fib. 

Doarmmonbtingto: reimbursing local school, authorities and sponsors or centers for School 
Food and Child Care Food Program expenditures. 

lndudrd an: 
DE Form 107 - System Claims and Requisition for Reimbursement Form, DE Form 106 
- School Data Form, EDP Report EDSL0010-R1 - Monthly School Food Service Continuation 
Sheet, DE Form 0867 - Claim for Reimbursement (Child Care Food Program), DE Form 
0857 - Notification of Agreement Approval, Renewal or Change (CCFP), and related 
correspondence. Also included is DE Form 0937 (carbon copy), Statement of Authority/Authd 
:ation of Signature for Sponsors of Centers and Family Day Care Homes. 

Fikhmmrqd: Child Care Food Program is arranged alphabetically by sponsor or center; 
School Food is arranged alphabetically by school system then by school within school 
system, thereunder chronologically by claim month. 

I. Monthly Refertna R#te How ofton m rraords roferred m uhich m: 
~ ) n r  m rix monthr dd Daily ; sewn to twelvr months 4 Daily ; T h i n  to m t y - f o w  months old Dailv ; 

- 



- 

1. R.(MtionRlc)uinmmb The following requires thc W-W to be kqx: 

years. J. % J @ h  yun. 
b. Stat- of limitation wars. 0. Administrative need A w m .  
c. F.dW~lhw wm. f. F&JI retention instructions -years. 

Attach copy or oxcart of *wr or reQuktionr Explain administrative wed. 
*per instructions from Terry Brown, State Audit Department during Financial and Program Aud! 

In  a subsequent  con.versation ( 9 N 8 7 ,  

agencies, M r .  Kinton s ta ted t h a t  a five-year retention would satisfy audi t  requirements. 

d. Mi period "5 

in 1986, these records should be kept for 8 years., 
between Mr.Herb Austin and  M r .  Russell Kinton, head of t h e  audi t  sechon for State 

2 Approved Disposition Inrtructiom This agency rocommends that the fik series b. cut off n th. end of uch: 

(10/1 through 9/30]  
0 Calendar You; 0 Fiml Yur; eS Other -eat- than. 

Hold in the arrrent files area month(r) 1 warld; then 

yru(rl;tkn 
0 Transfer to 1-1 holding area; hold 
6a Transfer to State Remrdr Center; hold I 4 
hd b o y .  
0 Transfer to State Archim for permwunt retention. 
D Other ISmcifv) 

wads); then 



OFFICE OF THE SECR APPLICATION FOR RECORDS RETENTION SCHEDULE I 

pplication Date 

ppliwtion Number 

INSTRUCTIONS: See Publication No. 76-RM-I for instructions on completing th is  form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta. Georgia. 30334. 

Application Number 

Icll-pt. Department of Education 
Office of Administrative Services 
Fiscal Services Division 
Accounting Services Section 

Date Completed 

lac-, 2 6 1981 

Date Received 

S E P  - -1 8 1981 

Attention: Scheduling Section. 
FOR RECORDS MANAGEMENT USE FOR AGENCV USE 11. Agency Address 

School Food and Nutrition Reimbursement Claim Files 
I. Division and Office Function What is  the function of the Division and the Office in which this record series is  created? 

The Sc'hool Food Claims Unit is responsible for reimbursement of School Food and 
Nutrition Program funds to local school food authorities in accordance with 
regulations established by the United States Department of Agriculture. 

1. Record k r h  Dcraiption 

Documentsrelatingto: 

This file contains the following documents (include form numben 8nd titles. if 8nyl: 
Attach samples of the file. 

reimburs'ng local school authorities for School Food and Nutrition 
Program expen 5 itures. 

lndu&dare: System Claims and Requisition for Reimbursement Form (DE Form 0107), 
School Data Form (DE Form 0106), Monthly School Food Service Continuation 
Sheet (EDP Report #EDSL 0010-Rl) and related correspondence. 

Fileisrraged: alphabetically by school system, thereunder alphabetically by school, 
thereunder chronologically by claim month. ___ 

H o w r e  1. Monthly Referma Rate records referred to which are: 

One to six m t h r  old ; Seven to twelve months old ; Thirteen to twenty-four months old 

twentv.five months and older ? 

Letter-rize drawers 4 ; Logakize drawers ;Shelves ; Other Irp.cirvl 
B. Anriual Raw of Accumulation of R~cards 



a. I s  th is  the official copy of the series? 

b. Does the wies contain confidential information requiring security hndling? If ycs. 

If not. wh ere is it? X 

Iw or mutation. X 

1 11. I 
tetention RequiNMlttS The following requires thc series to be kept: 

a. State Lm wars. d. Audit period years. 
years. 

c. Fedecallaw years. f. Federal retention instructions 3 years. 

Am& copy or e x m  of laws or regulations. Explain administrative need. 

b. Statute of limitation years. e. Administrative need 3 

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: 
0 Calendar Year; Fiscal Year: 0 Other then, 

IB Hold in the current files area 
0 Transfer to local holding area; hold 

D Destroy. 
0 Transfer to State Archives for permanent retention. 
D Other I S p d f y )  

monthb) 1 year(s); then 
year(s); then 

Transfer to State Remrds Center; hold 2 veark): then 

Thee instructions apply to at1 Pior and future ammulations of the aeries. 

3ecommendatiom in m a -  
caph 12 we approved. 
If diwppmed, aned, k m  
If sxplurstion.) 



d. 

School Food Service Branch, Division of Administrative 
Services, Office of School Administrative Services, 
Department of Education, Education Annex, Room 211 
Atlanta, Georgia. Accountant 

M r .  Dick Rumbaugh, Jr. 

T.1. So. 

P.656-2457 

7 . A C T I O N  R E Q U E S T E D  / 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
RECORD WILL C O N T I N U E  TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

F i l e s  accumulated i n  connection with school systems par t ic ipa t ing  i n  the School Lunch, School 
These programs are operated on a reimbursement concept 

Systems Superintendents receive monthly reports  from schools, 
Breakfast, and Special Milk Programs. 
from the Department of Education. 
consolidafk and ve r i fy  par t ic ipa t ion  on a monthly claim and requis i t ion  and forward same t o  the  
Department of Education f o r  review and approval by the  School Food Service Branch. 
made on the bas i s  of the unaudited claim immediately a f t e r  receipt .  
GA-SFS-7A plus  copies of reports  f r m  individual schools are sent  t o  Data Processing f o r  v e r i f i -  
cation and calculat ion of approved claim amounts. 
the  reimbursement and admustments t o  payments t o  compensate f o r  e r ro r s  i n  the or ig ina l  claims. 

Payment is  
Sta te  Office copy of form 

These records provide the  back-up data fo r  

- I - I_ , ___-~-- . - -_ I_-  1 .DI8CRIIT101 01 SERIES - I n c l u d e  ?or. I0 L ?or. Tltle. $1 any 

This series cons i t s  of System C l a i m  and Requisition (form GA-SFS-7A), School Cia+ (form GA- 
SFS-7), and a system payment voucher. 
reimbursement from the State .  
Requisition (GA-SFS-7A). After  f i n a l  check of the  GA-SFA-7, approved claim amounts a re  recorded 
i n  the computer and the claim form is  f i l e d  as a voucher i n  the  accounting of f ice .  Since GA-SFS 
7A does not provide detai led school information, GA-SFS-7 i s  needed. 
school level from da i ly  records and i s  the basis  fo r  the systems' request for-funds. 
Claim Payment Voucher i s  used by the  School Food Service personnel t o  document i n i t i a l  reimbur- 
sement t o  the  system. 
system, by shool. 

Form GA-SFS-7A i s  a consolidated form used t o  request 
Payments t o  school systems a r e  based on the  System Claim and 

GA-SFS-7 i s  prepared a t  
System 

Claims f o r  Reimbursement F i l e s  a r e  f i l e d  chronologically, by school 



YES QUESTIONNAIRE rise. am "xu in the propar ca1u.a. Ir .r,wer 1. ' 1x8 ."  p1a.m expl.In 

13. Is t h i s  the Record C o p y  of t h e  se r i e s?  11 

11 p9 14.  Is there  a duplication of t h i s  series i n  another o f f i ce  o r  agency? 

Ed ' [ I  
g? .- . [ I  [r9 

function?: [ I  W 
. .~ . .  

. . .. . r  , i - w  [ I  
19. Is the se r i e s  ( o r  major portion of it) regularly microfilmed? [ I  M 
20. Does the  record series provide data  as input t o  an EDP f i l e ?  €4 [ I  

w [ I  

. .  w 11 
<:'[]. ;H 

If yes,  why? 

- . .  
. ~ .  . . : .  

. -  .. 

a.-t I S T h .  b.-[ lSTATUI% OF c .  [ - l A m I T  d . - u F i D E & ~  ~ e .  [~]AIMINISTRATIVE ~7 . . . -  f:'[ ]HISTORICAL . . .  . VPLZUE. 
. .  

.PERIOD ' ZAW .- DECISION' 1 Lnv' ~' ' ' -- : - . .  

'('Cite ];aw, .Statute; o r  other reG-on fo r   the GetentZon requirement) 
. -  

National School Lunch Act as  amended 

This agency recommends t h a t  t he  f i l e  ser';es be c<t off '  at the end 
of each -[]CALENDAR YEAR - [ ] F I S C A L  YEAp -NOTHER School Year ,then : 

-- -~ 
25. AGENCY RECOMMENDATIONS. 

. A.,[ ]Destroy immediately a f t e r  cut. o f f .  . _ .  
'B-,&lold i n  currknt. files area '  month( s , /  1 ' ye-&(s)., then:  - _ .  ' 

~ 

. -  ? 

.~ .. . . , ' ~ ~ - [ I D e s t r o y .  _ _  ~. 

. 7 :  
2 ~m,Trans.fer t o  recor& center;  I .  -. h&d w 3 . ~ . y e + r ( s ) ,  then.: 

. .  . ? '  
.~~ . . 

~ 

, .  a M&stlroy." - .  

I destroy . reinalnaer .- 
- .  

- b []Trans.fer h i s t o r i c h  material ~. t o  Archives.; - . -  

- .  ~. . 

., . 

3. [IDesti-oy a f ie f ' ak t  ( o r  . ycii&) - -  . a ~ k e r  . .  kdit). I 'L ~. 
I .  _. .. 
C. [ ] H o l d  :in c U r h n t  f i l e s  area indef in i te ly .  

- 
I D.'[]Hold i n  Curr'ent f i i e s  area ' ye&(s)., .then t r ans fe r  to 'ArchiGs,pe+&ntly.  - .  . . .  . ' 

~. E. []Other 

(Indicate br ie f l y  rationale f o r  reconanendations above/or write additional r e m a r k s )  : 
uld  be retained f o r  

Recommendations 

in Paragraph 25 


